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These Instructions are written for Microsoft Office 2003 but most steps can be accomplished
with the same tool names in Microsoft Office 2010. See the Microsoft Office 2010
documentation or help file for converting the process from 2003 to 2010.
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Microsoft Excel — Used for smaller database management

1. Start Microsoft Excel.
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2. Browse to the location of the text file to
import. Select the file you want to import
by left clicking it twice.

(See Figure 2)

3. Select the Delimited button, then click
NEXT. (See Figure 3)

Figure 1
Select Data Source ed B
Look in: I@ randidatediskette j @ - ._!] Q >< Ca j - Tools =
) |5 Exp20050505133706
4 \J)Repart Types
My Recent  |Z] Expz00S0505133706. bat
Documents (=) £ oon0050511 161842 bet
?_[ 15051 ok
Deskiop
My Documents
My Computer
‘g File name:  [Exp20050516160303. ket =l mewsource.., | Gpen
My Metwork ; =
Places Files of type: IAII Data Sources (*.odc; *.mdb; *.mde,‘j Cancel
|
Figure 2
Text Inport Wizard - Step 1 of 3 e |

The Text wizard has determined that vour data is Delimited,
IF this is correct, choose MNext, or choose the data bype that best describes vour data.

riginal data bvpe
e the file bype that best describes wour data:

elimited: - Characters such as commas or kabs separate each fisld.

- Fields are aligned in columns with spaces bebween each fisld,

Skart import ak row: 437 1 OEM United States

-

Preview aof file 1)1 candidatediskette)\ExpZ005051 61 60303, bxt,

File arigin:

"Registration","Woter MName", "Last MName", "First Name", "Hiddle_NaJﬂ
"000089z26" , "Smith, Lorraine M", "Smith","Lorraine" "M" """ "E1E5 DI

"000&0E1E", "Mogle, Francis M", "Mogle","Francis","M","","31Z Chi
"00063066" , "Mogle, Merrie B","Mogle","Merrie","B","","31lZ Chica
"O00455Z50"  "Carroll, Lorens J", "Carrocll',"Lorene","James" """, "Z

[en e o oo =

[

= Barck: | Mext = I

Cancel | Finish

Figure 3
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Microsoft Excel — (Continued)

4. Check the COMMA check box, and 2/

uncheck the other check boxes. Leave

This screen lets vou set the delimiters vour data conkains, You can see

the _remainir?g fields set to the default haows yaur text is affected in the preview below,
settings. Click the NEXT button. (See
Flgure 4) climiters : [ Treat consecutive delimiters as one

[~ 1ab [ Semjcolon I

[ space [ gther: I_ Text gualifier: IH 'I

rData preview

Fegistration [foter_ Name Last_HName First Name Middle_ Mame Nﬂ
nooogszEs Fmith, Lorraine M Emith Lorraine M
no0s0518 flogle, Francis M Mogle Francis M
DO0&30&68 flogle, Merrie B Mogle PMerrie E
pno45ez50 Carroll, Lorene J Carroll Lok ere Mames =

B
L | | >|
Cancel | < Back | Mext = I Finish |

Figure 4

5. Finally, select the FINISH button to 2/

complete the import. (See Figure 5)

This screen lets you seleck each column and set olumn data Farmat
the Data Format. {* General

‘eneral’ converts numeric values to numbers, date " Text
values ko dakes, and all remaining values ko text, " Date: IMD\'.- vI

Advanced. .. |

" Do nat import column (skip)

rData preview

Conersl Coperal Conersl Lfreral
oter Name Last_ Name First Name Middle Name I\Tﬂ
Fmith, Lorraine M Emith Lorraine =8
, Franci= M Mogle Francis M
Merrie B Mogle PMerrie E
, Lorene J LCarroll Lok ere Mames vI

Cancel | < Back | ek = |

Figure 5

6. Click OK to import the data into the existing file. x|
(See Figure 6)
Where do vou want ko puk the daka?

{* Existing worksheek:
Cancel

$af1 “k

" nMew worksheet

Creake a PivotTable report, ..

Properties... Parameters, .. Edit Guers...

Figure 6
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Microsoft Access 2003 — Used to manage larger databases

1. Open Microsoft Access and press and hold down the CTRL key then press the N key to create a new database.

2. On the right side of the screen, left click on Blank Database. (See Figure 7) .
Mew File *

CNEA

MNew
EA Blank database. ..
@ Blank data access page...
I%] Project using existing data...

@ Project using new data. ..
\2]1] From existing file. ..

Templates
Search anline Far:

| | Lso |

D}a Templates on Office Online
EA on my compuker...

Figure 7

3. Choosea fie name and x

database. Clk e o | e [0y oonen =1 © - 3@ X i E- Took-
CREATE button to ! - Candidate Information  L8IMy Web Sites
continue. ‘_}5 --- Election Related [C535canning
(See Figure 8) Bﬂ;cﬁri;iﬁ - :!r:;dg::re Drivers [Cy5150E
= --- Office Related
I- ---  Skakistics
Deskkop --- Voter Education Material

--- MOYE FROM HERE ---
From Local PC

_) laptop
My Documents |8 My Data Sources
Iy eBooks
T’;I =) My Music
dg Ty Pickures
Ty Computer My Wideos
L1 File name: db1.rdbl j Create I
My Metwork
Flaces Save as bypet IMicrUsuFt Office Access Database (*.mdb) j Lcell/
4

Figure 8
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Microsoft Access 2003 — (Continued)

4. Next click on NEW | IMPORT TABLE
and click OK.
(See Figure 9)

Browse to the location where your text file is
located. Select TEXT FILES for the Files of
type option. Once you have browsed to the
location and selected TEXT FILES, your file
will be displayed in the import window. Left
click on the file to highlight it. Now left click
on the IMPORT button. (See Figure 10)

6. The Import Text Wizard will be displayed. Make sure the
Delimited button is selected and click the NEXT button.

(See Figure 11)

Mew Table 7| x|
Dakashest Yiew
Design Yiew
Table Wizard
Import Table
Link Tahble
This wizard imports tables and
ohjects from an external file inko
the current dakabase,
(o] 4 Cancel
Figure 9
mport x|
Look in I@ candidatediskette j @ -4 Q g i v Tools
" | ) Exp200505051 33706
k @Report Types
My Recent
Dacurments
r_'.'
L
Desktop
My Documents
My.Computer
.3 File name: -
Iy Metwork, I J Import |
Flaces Files of type: IMicrosoFt Office Access (*.mdb;*.adp;*.mda;*.mde;*.ada | Cancel L

Lotus 1-2-3 (* k)
Outlook)
|Paradas: (*.db

Windows SharePoint Services ()
WL (*.xﬂ"*.xsd)

Figure 10

EE Import Text Wizard

‘four daka seems ko be in a ‘Delimited’ format. IF it isn't, choose the format thak more correctly
describes wour data.

X

o iDelimited - Characters such as comma or tab separate each field

" Fixed Width - Fields are aligned in columns with spaces between each Field

L
[}
=

ple data from file: I:3CANDIDATEDISKETTE|EXP2005051 6160303, TXT,

"Registration”, "Voter MName","Last_Name'","First_ Name'
MO000S926", "3mith, Lorraine M, "3mith", "Lorraine', "M
FO00&0518", "Mogle, Francis M", "Mogle™, "Francis®", "H",
"O006E3066", "Mogle, Merrie E","Mogle”, "Merrie™, "E", "
rfo0456250", "Carroll, Lorene J%,"Carroll®, "Lorene","J

0

pomaca p mrTo 11o1as TR S TR R e

-

"00459240", "Carroll, Lafay E", "Carroll”,"Lafay","E", -
=

R o

Cancel | < Back | Mext = |

Advanced... |

Fimish

Figure 11
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Microsoft Access 2003 — (Continued)

7. Select COMMA, check the First Row
Contains Field Names and click the NEXT
button. (See Figure 12)

EE Import Text Wizard x|

What delimiter separates vour fields? Select the appropriate delimiter and see how your text
is affected in the preview below,

" Tab ' Comma " Space

 other: I_

Text Qualifier: -

Choose the delimiter that separates vour figlds:
’7 ™ Semicolon

I First Row Contains Field Names

8. Select the button next to the ‘In a New
Table’ option and click the FINISH button.
(See Figure 13)

Fegistration |[Voter Name Last Name |First Namm
DO00s9z26 Fmith, Lorraine M Bmith Lorraine ﬂ
oooe0s1s Mogle, Francis M Mogle Francis
Do063066 Mogle, Merrie B Mo le Merrie
no456250 Icarroll, Lorens J lCarroll Lorene
o0459240 ICarroll, Lafay E Carroll Lafay
0042940580 Hewlett, Willisem 3 Hewlett Wrilliam _I
-
< i
Adganced...l Cancel | < Back | Mext = | Finish |
Figure 12
ES Impott Texrt Wizard x|

‘fou can store wour daka in a new kable or in an existing table,

Where wauld wou like to store vour dakay

(0 In a Mew Table

€ Th an Existing Table: =1
Pegistration |[Voter Name Last Name |First Naxm
Doo0s9z6 EPmith, Lorraine M Fmith Lorraine ﬂ
oooe0512 Mogle, Francis M Mocgle Francis
Done30ee Mogle, Merrie B Mocrle Merrie
no45e250 Carroll, Lorene J Carroll Lorens
no459240 ICarroll, Lafay E Carroll Lafay
no494050 Hewlett, Willi=zm 3 Hewlett Millizen _I
w
L i
.C\clganced...l Cancel I < Back | Tt = I Finish |
Figure 13

9. After pressing the FINISH button, a window will be displayed saying the file finished importing. Click on OK.

10. You may now use the text file however you wish.
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